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RESULTS OF FORMS REVIEW FOR THOSE

SOLICITING SOCIAL SECURITY NUMBERS
o REPORT FOR THE RECORD

16 January 76

Attached is a preliminary narrative and statistical report to satisfy
the record that this Agency has taken action to comply with the Privacy Act
of 1974 (Public Law 93-579), Section 7(b) and the Civil Service Commissions
issuance to Federal agencies requiring action of Agency-used and created
forms which include the solicitation of an individual®s Social Security

Number.

The initial review action has been completed, guidance issued to assis
the Offices of Primary Interest in their responsibility to make the actual
changes on the forms, and all the records for this phase have been turned
over to the Forms Management Officer for incorporation into the official
record file system of forms. Although the greatest portion of the action
has been completed as far as this officer's responsibility is concerned,
in the guidance, we left an open door in case other forms are surfaced
that were inadvertently overlooked and this officer has made it known that

t

she is available to assist the OPI's as needed. This open door has already

paid off. Eight additional forms were discovered while this report was
being prepared. They are included herein and there is no doubt that there

will be more.
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SOLICITING SOCIAL SECURITY NUMBER

Privacy Act of 1974 (Public Law 93-579) -Section 7 - Any Federal, State, or local
government agency which requests an individual to disclose his social security
account number shall inform that individual whether that disclosure is mandatory
or voluntary, by what statutory or other authority such number is solicited, and
what uses will be made of it. E

REQUIREMENT: FPM Letter 295, dated 26 August 1975:- Agencies will revise their own forms, which

ACTION: 1.

2.

presently require the social security number of individuals,to eliminate that
requirement if its collection is not authorized or unnecessary even if authorized.
Agencies will assure that a written explanation is distributed to each individual
when a personnel form or document is used to solicit an SSN. Because Section 7
of the Act is already in effect, implementation of the above must be without del .

All offices reviewed the Agency forms they use and prepared justification to
continue use of the SSN, whether it was voluntary or mandatory; identified those
forms where the SSN solicitation space could be eliminated, identified those forms
where the SSN is generated from existing records; obsoleted a bootleg form no longer
needed; and identified two forms exempted due to cover and U.S. Govermnment sterility
requirements. The requirement of a written explanation was handled through the
development of draft statements tailored to each form's content, purpose, and the
Office of Primary Interest need. Each statement was coordinated with the Privacy
Act Officer of the OPI's Directorate: the OPI's Executive Officer, if appropriate;
the Records Management Officer, for approval; and the Office of General Counsel

for their legal approval of authorities cited. Covering memoranda were prepared
containing procedures to assist the OPI's in taking action to prepare addendums,
overprints directly on forms on hand, or revisions. All record copy documentation
on this exercise was turned over to the Forms Management Officer for follow up

and final action to assist the OPI's in their completion of this requirement. .

Standard, optional, and other agency forms used by this Agency that are on file in .
the Forms Management official records have been identified by issuing agency.
These agencies have been contacted by phone to provide us with copies of statements
they have authorized for use. Most have already responded. . The statements will be
reviewed to insure the use this Agency makes of the form meets the uses contained
therein; variations shall be negotiated to in¢lude our uses made of the form or
eliminate the other agency's uses if not applicable. Agency offices using these
forms will be furnished the approved statement for reproduction and dissemination
with the applicable forms., The Forms Management Officer is handliing the
statement review and issuance when content is approved. This phase of the exercise
included 52 forms. :
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PRIMARY INTEREST

OFFICIAL+ BOOTLEG = TOTAL

DDA
Mandatory 10 7 17
Voluntary 9 12" L/
Removals 13 5 18
Generated 5 0 )
Pending 4 1 5
Sub-totals: 41 25 7,
TOTAL FORMS: (DDA) 661
DDI
Mandatory (DDI) 1 12 13
DDO
Mandatory -1 0 1
Removed 2 5 7
Generated 14 0 14
Sub-totals: 17 5 7
ITOTAL FORMS: (DDO) |{/ 777 22
DDS&T
Voluntary 2 g5 87
Generated 1 5] 6
Removed 4] 26 26
Obscleted 0 P ra
Exempted(Cover) 0 1 1

ub-totals:

]

AGENCY TOTALS:

_ 39 T
TOTAL FORMS: (DDS&T) T 42—

Mandatory 12 19 31
Voluntary 11 18717 29 ¥
Removed 15 36 51
Generated 20 5 25
Peﬂdin% 4 1 5
Obsoleted - {;1 XA
Exempted : 1

~ TOTAL FORMS:!{AGENCY])| 62 81 = 143+
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SSN STATEMENTS PREPA‘

ANDATORY + VOLUNTARY = TOTAL
17 21
_{TOTAL STATEMENTS: 38} !+
13 0 13
. 1 0
- [TOTAL STATEMENTS : 1
i 0 87
TOTAL STATEMENTS : 87
31 2925 B0 Js9t+i+]
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SOCIAT, SECURTTY HULBRERS

T

1. Pursuant to Public Law 87-397, each individual taxgayer is
required to rcecord hi cacial sccurity scgount pusber on all tax -
returns and statements, and to furnish his gocial security nuuber to
his employer for inclusion in wazg stetenents Tiled with the Internal
Revenue Gervice. This requirement will be effective with 1062 tax
returns. :

5. Tt is therefore necessary for each individual¥* empleyed by
the Agency to have a social security purber and for the Agency to
establish a complete and accurate record of such ruwhers, TO assure
timely preparation of wage statements for 1952 (Form W-2, Withholding
Tax Statement, and Form 1099, Information Return), cach individual
imust record his social security number with the Agency no later than
30 September 1962.

3. During the period 25-29 June 1962, special cards will be dis-
tributed to each staff employee in headquarters through administrative
channels. A staff employee who currently posseésses a social security
nudber need only enter that number on the special card and submit it
to his Acdministrative orvPersomnel Officer. I7 he must apply for a num-
Ler, 2s prescribed in peragraph 4, he chall enter his mugbar on the =pe-
cial card and forward it to his_ Administrative or Personnel Officer as
soon as he receives his social security number. (Special arrangewments
will be made for obiaining mubers from other than stalf employees.)

L. An individual who has never applied for a social security num-
ber (or has lost the record of his nunber ) must make izmediate applica-
"tion for an account number by completing and mailing either of the
forms described belcw: ' -

a. Form 3227. The Internal Revenue Service will send a
Form 3227, Application for Account Numher, to each taxpayer who
d4id not enter a social security number on his 1961 tax return.
This form, if used, should be mailed to Internal Revenue Service,
P.0. Box 211, Baltimore 3, Maryland.

-

¥  As us person, without regard to
categ ‘rzetly or indirectly Dby the
Lzeng t 1o Federal inceome tax
i '
laws;

P
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. Torm 85-5. If the individual doss not apply for a oumber
on rorm 2227, ha should cbialn a Fowra 55-5, Spplication for Social
Azcurity Account Fumber (zvailable through Administrative or Per-
sonmel Officers); and wail it to the Social Security District
Office applicable to his residence. For the convenicnce of'indi—
viduals living in the greater Metropolitan Washington arca, the
pddirasnes of Joeal Social Seeurity Offices are:

Sceial Seceurity District Office o
314 H Street NW., (For District of Columbia
Washington 25, D.C, o re51«ents)

gocial Security Distriet Office
8113 Fenton Street (For Mawyland residents)
Silver Spring, Maryland

Social Security District Office - -
825 3. Washington Street (For Virginis residents)
Alexandria, Virginia

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

] : - L. K. WHITE
Deputy Diresctor
(Support)

DISTRIBUTION: ALL EMPLOYEES

. ' 2
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: the vse(s) to Lé made of the information th ey provide, znd to allow thas to review

sersonrel forms and dosumants used in che agencies.

1. Agencies will _revise their cun forms, vhich presently reasire the sccial R

i
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2. . Age1c1es 5111 assure th]u a wr1tten expianztion is élabr,butﬂl fo 2ac

4. be*ause Section 7(b) of the iet is a1ready n effect, impleventation of ﬁé?

-'“Q'-’;f;éf“"bﬂr;?adof"r mewar- Information Systens, Reports and Forus ﬂar._gerrpm Ofn cey
A7 - b : t
i [

O P U T LR FIT T TE SRS Y ‘ FPAL Leter 9

v
LY
§
f
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renera SO0 A Sysie 1
eoLTaid SRR FE. SH4E 2002005108 c1A-RDPS6- -098s| §0010§14001620 5 v |
i ioiler . O IO N0 i T !
= Chaptar 293
SUBECT RETAIN UneTiL SURTRS 67

lnstructlonv Govern n th° So: ¢l a+1on of Socjatl RETAIN UNTIL SURIRSHETD
T B D :

r’w—u - e e e W.lshlnyon D.Co2085

: - R L - St T L] Augus\_ 26, 1975 |
Heads ol vaJnuﬂwuk md mdvppndnnliﬁabﬁﬂnncnmf . ; o Cu T

bublic Lav 93- 5/° (Pr1v:cy il ok o o‘ 1972) became erf ective in part Jonuary 7, 1375, Tio
purpose of this law is to protaci the PErsOnat privacy c.r' individuals, inform tnem o7

thair records and make correctivns in the infarmation systams of which their racords v

a vart. This FP¥ Lettey afdre-__a specifically Scciio T(:) o7 tha Zct waich =Lauca"

"Any Federa]‘. State, or loa 21 government T
irdividual To disciase his oc1a} crc; it_ C 2T TR e
IO Tof e TR T el aTos TELGIOS0 R 18 Fritnaory o - -
VoiUDLalyy oJ asl Ls FILLESTI Y SUCh . BdEIer 16 e
a0l1€1t8u, T AT U 2 01 iL.” . ca T T :

The 1"struct20ns be]o: are erov ided to the Federal 2xerutive branch a“erc1es as ipteris
guidance in the execulisn of this law as it appiies to personnel Torms and docuzents.
The instructicns cover not oniy tha forms ]1sLea in FP Chapter 293, but ali other

INSTRUCTIONS o e

security numbTTTG Tt ibutiS. =0 eliminate that requir:ﬂert it it
oTxectlon is not avihorized or uneegessary even i7 sutharized.

4]

_)nd1v1dua1 when a parsonnei fow* or oo*ument is used t3 soiicit an SSH.. - __ﬂ ¥ é_
: 3. ‘The wriuter ‘explanation wili 1nclude- ' f-; fj o Lo ';flé::‘fi
- 'FWhat use(s) will be made of the Ssu. - .- .
- l'b.'_igy;quu's;atutary or other thor1tv tﬁe SSM dis sonc*.ted.~ t i j'- _~¥‘?;_

“'c. Yhether disclosure of the SSH is mandatory or voluntary.

_abcve myst be without da2lay. An expidinatery statezent s previded at the end of this
FPH Letter for agencies to re,rcduce and ﬂ\Str]Futo ?1th all of the. rollodlng fo jied

":,llsued 1n. 'P4 Cha"*er 259, . - .
.-u ) < i : ) ’ (-f -

' Codz 193- "7632 or (Z02Y 5',- 632
CSC Cﬂdi" 295, Personnel Foyms and Documen

Distehution: Fp;.;

-
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Humber  Title : ) © R,
€SC 813 Verification of a Military Retirce's Service in Yartime

Campaigns or expaditions. i ‘ -
SF 15  Claim for 10-Foint Veterans Praference i
SF 50-A Notice of Short-Term Employment
SF 78 ' Certificate of Medical Exemination T
SF 85 Data for Honsensitive or Honcritical-Semsitive Position _ .

- SF 8% Security Investigation Data for Sansitive Position . o T
SF- 161 Executive Inventery Racord ' S L s . .
SF 161-A Executive Inveptary Rzcord Continuation Sheet L ’ E
SE 170 Application for Federal Employment _ : _ P
SFE 171 Personzl Gualificaticns Statement : T T
SF 173 Job Qualificatons Statement o ' T ..

SF 176 Election, Déclination. or Waiver of Life Insurance Coverage . . _ - }
SF 177 Statement of Physical Abitity for tight Duty Work . . e o ;

" SF 1187 Request and Authorizetion for Veluntary Alletmant . . )
_— -of Cempensation for Payment of fmployee Organization Dues . -
st 1188 .Revecaticn of Voluntary Authority for Alictment of Cempensation ° v

_- ' for Payment of Emplovee Qrganization Dues - - K e U
i SF 2800 Application for Death Benefits R I SO L E S
SF 2301° Appiication for Retirement ' T T CACTIELE L

SF 2801-8 Paysician's Statement - : : :

SF 2802 Aoplication for Refund of Retirement Deducticns,

SF 2803 Application to Mzke De2posit or Redeposit

S§F 2808 Desigration of Beneviciary -
- SF 2209 1lizalth Benafits Registration Ferm

The following stateiment ~may be reproduced and used where eppliceble en an interim hasis.
1t will eventually be incorporated inte the infarmation provided an individual pur- _
suint to Section 3{e)(3) of the Act. .A future FPil Letter issuance will provide further
guidance vegarding these statements.: . - S }
: 1. Information Regardina Disclosure of Your Sacial -
Disclgsure by yohfof_your sacial security number (5SN) is mandatory to-obiain the services.
beiefits or processes that you are seeking. Solicitation cf the 581 by tha United States
ivil Service Commission is authorized under provisicns of Executive Order 9397, dated

‘Noyember 22, 1943, The SSK is used as an identifier throughout your Federal career frum
_the time of application through retirevent. It will ke uead primarily to icentify your .

records that you file with the Civil Service Cormission or agencies. The SSH alse will ke
used by the Civil Service Commission and ether Faderal agencies in connection with lawiul)
revuests for infarmation about you from your formzr employars, educational instituticns,

‘and finzncial or cthar organizations., ‘Tne information gathered threugh the use of the

number will be used saly as necessary in personnel acminisiraticn processes carried out in
aczordance with established reguiations and published rctices of systens of records. The
SSH 21so will be used for tha selectidn of persons to be included in statistical studies

of personnel ‘management matters. - The use of the SSi is made pecessary because of tha lerge
numbar of present and formar rederal employees and 2pplicents who nave identical nares aad
birth dates, and whose.identities can only be distinguished by the SSM. ;

Raywond Jacobscn
Executive Ditector -
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NOTES TO TRAINING OFFICERS

1. A Workshop for Training Assistants will be held in Room 902,
Chamber of Commerce Building, from 9:00 to 4:00 on 19 November 1975. A
special shuttle will leave from the main entrance of Headquarters at
8:20 and return at 4:15. Registrations will be handled by | |

STATINTLIR RG on Extension[ | Please let her know if you plan to ride the

STATINTIGroup

. | OTR/TSS/RG.

shuttles,

This year's Workshop will include time set aside especially
for your individual concerns, as well as, a review of procedures. There
will be special attention given to those changes since our last work-
shop. If you have particular concerns which you think might be of-
interest for all attendees, let us know right away and these can be
included in the presentations. We look forward to being with you on the
19th!

2,  The Privacy Act requires written approval for the release of

- personal information such as Social Security Number, home address and

phone number, and OTR has been working closely with the Cover and Commer-
cial Staff to establish procedures for the Interagency enrollment requests.
CCS has asked that OTR include a statement on *future enrollment requests
to them that we have obtained such release permission from the particular
employee involved. We have ordered a rubber stamp with this statement:
"Subject gives permission to release his Social Security Number, home
address and telephone number to , for enrollment in. this
course," - '

Effective immediately, OTR will assume that the employee's

" signature in Block 33 of the Form 136, Request for Training at Non-

Agency Facility, signifies approval for release of the above informa-
tlon. Training Officers may wish to consider utilization of a similar
stamp to assure compliance with Privacy Act requirements. Questions on
Interagency enrollments (Civil Service Commission, Foreign Service
Institute, and the 1ike) should be directed tn the OTR Registration

- CONFIDENTTAL ~ G7e. . .
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